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Introduction

This manual provides you with information to ensure that WorkKeys® Internet Version testing is conducted
according to ACT standards, policies, and procedures.

Please read this manual and be familiar with the contents before administering assessments. Web based
training is also available, and highly recommended. Please contact us at 1-800/WORKKEY (967-5539) to
obtain the link to the web cast. If you have any questions regarding the computer administration of the
WorkKeys assessments, please call the ACT help desk at 1-800-498-6485. This help is available 24 hours a
day, 7 days a week.

Arrangements for Testing

Planning Your Test Administration Schedule

The WorkKeys system is designed to be a flexible system of assessments administered on a schedule
determined by the Administrator. It is the responsibility of the user to contact the Administrator to schedule a
test day and time. It is the responsibility of the Administrator to make the test center available to WorkKeys
users.

The standard testing time is 55 minutes for each of the Applied Mathematics, Applied Technology, Locating
Information and Reading for Information assessments. The standard testing time is 30 minutes for the
Business Writing assessment.

Allow additional time of 20-30 minutes for registering an examinee, assigning an examinee to a group, logging
the examinee into the test system, allowing the examinee to become familiar with the testing process via the
tutorial, and printing a score report after the examinee has completed testing. Make adjustments in your time
scheduling to ensure that you have a realistic schedule. If possible, build a few extra minutes into each session
for examinee questions.

If you are administering several sessions “back-to-back” in a continuous schedule, you should allow a 5-10
minute break between each session.

Since ACT does not administer the WorkKeys assessments, it is necessary that the Site Administrator work with
examinees to determine if an accommodation, such as extended test times, is approved. If accommodations
are approved, the Site Administrator must schedule the additional time required for that accommodation.

Testing Staff

Give careful consideration to selection of appropriate persons as testing staff. They must be responsible
individuals, be familiar with standardized testing practices, and be able to handle prohibited behaviors and
emergency situations. If the WorkKeys assessments are administered in more than one room, you will need a
room supervisor in each room to monitor examinee activities. Be sure that all personnel assisting you are
familiar with the contents of the Administrator's Manual.

ACT considers the following activities prohibited:

e Looking at someone else’s computer screen
e Giving assistance or receiving assistance
e Using notes

If you SUSPECT an examinee is engaged in any of the above activities, discreetly warn the examinee that these
actions are prohibited. Continue close observation. Document your suspicions and actions on the Testing
Irregularity Report located on the last page of this manual.

Accommodations for Examinees for Whom English is a Second Language

Examinees for which English is a second language may use a foreign language dictionary. The examinee must
supply the dictionary. The test administrator must check the dictionary, both before and after testing, to ensure
that it does not contain notes or other unauthorized testing aides.



Bulletin Boards

Check each testing room to make sure that maps, periodic tables, posters, charts, and bulletin board materials
related to the subjects of the assessments are removed or covered.

Materials Supplied by the User

The user is responsible for providing the following:
e Calculator, if taking the Applied Mathematics assessment
e Social Security number or employee/student ID number
e Driver’s license or other picture identification

Materials Supplied by the Test Site

The test site is responsible for providing the following:
e Scratch paper and pencil
e Computer equipment
e Calculators, if users cannot supply their own



Computer Hardware/Software Requirements

Contact your local IT specialist and provide him or her with the following list of required network, hardware, and
software requirements. It is imperative you as the Administrator work with your local IT specialist to determine
whether or not your computer system is capable of running the WorkKeys Internet Version.

Hardware/Software Requirements

Operating Systems and Internet Browsers:

Windows 2000 (Service Pack 4) with Internet Explorer 5.5 or 6.0
Windows XP (Service Pack 2) with Internet Explorer 6.0
Windows 2000 or XP with Firefox 1.5

Macintosh 0S/10.3 with Firefox 1.5

Screen Resolution:
e 1024 x 768 color display

Network:
e Broadband Internet connection

Additional Software:
e Adobe Acrobat Reader

Test Administration Guidelines

Electronic Devices

Remind users to turn off pagers, cellular phones, and/or wristwatch alarms to avoid distracting other users.

Guessing

Instructions about guessing are in the onscreen directions. If users ask about guessing, refer them to the on-
screen tutorial. Do not comment on or add in any way to the tutorial directions.

Test Monitoring Responsibilities

All testing staff, room supervisors, and proctors are to remain attentive to their testing responsibilities
throughout the entire administration. Users must feel that the staff is doing all they can to provide a comfortable

testing environment. To protect the validity of individual test scores and maintain the security of the test
materials, the following must be observed:

e Walk around the room during testing to be sure users are working on the correct assessment and to
prevent prohibited behaviors.

e During the assessment, do not read or engage in any tasks not related to the administration of the
assessment.

e Do not engage in conversation during the assessment or allow unauthorized personnel into the testing
room.

¢ Do not leave a testing room unattended at any time.



Irregularity Report

The Testing Irregularity Report should be used to record any test administration irregularity that may affect user
scores or the interpretation of the WorkKeys results, or that result in voiding one or more assessments. The
Irregularity Report can be completed and submitted online at http://www.act.org/workkeys/forms/cbt.html. A
paper copy of this report can be found on the last page of this manual and can be faxed to 319-337-1585.

Always keep a copy of your completed forms on file for future reference.

Types of Irregularities:

A user becomes ill and discontinues testing.

A user is giving or receiving assistance.

The assessment is mistimed.

A user is using an unauthorized testing aid.

A disturbance or distraction occurs that could affect the scores of one or more users.
A user questions an item.

The computer malfunctions or the electricity fails.

A user is moved due to suspected behaviors.


http://www.act.org/workkeys/forms/cbt.html

Testing FAQs

Why maintain security?

Exercise vigilance concerning the security of all assessments before, during, and after administering them. Any
security breach should be reported to ACT immediately.

There are two important reasons for maintaining security. The first reason is fairness. If someone gains
unauthorized access to an assessment form, an examinee may receive scores that do not accurately reflect his
or her skills in the area being assessed. This would be unfair to other examinees as well as to the examinee
whose skills are being assessed, and would be misleading to anyone who uses the scores to make decisions.

The second reason is economy. When the security of an assessment form is compromised, the form is usually
withdrawn and must be replaced by a new form. High-quality assessments are expensive to produce. The
compromise of an assessment form significantly increases the cost of developing and maintaining assessments.

What is the best way to maintain secure assessments?

The best way is to maintain control. By planning in advance how you will protect the assessment materials in
your custody, you will be able to avoid most security problems.

Who are “authorized individuals™?

Other than the examinees during the testing session, the staff responsible for administering the assessments
are the only persons authorized to handle the assessment materials.

How can security be maintained while the assessment is administered?

All information necessary for a secure administration is provided in this manual. If an examinee has a question
about a particular item, the item number should be noted on the Testing Irregularity Report and the examinee
instructed to select the best response. Testing staff should not attempt to evaluate or interpret an item for an
examinee.

May the staff discuss the answer to a particular item after the assessment is completed?

No. Examinee comments or concerns should be put in writing and returned to ACT. If the examinee would like
ACT to respond, the name and address to which the response should be directed must be included with the
comments. If questions or concerns arise later, they may be sent to ACT at any time.

How do | log out of the test system?

Always click on the Logout button in the upper right-hand corner of the screen to exit WorkKeys Internet
version.

What should | do if an examinee becomes ill?

If an examinee becomes ill, dismiss the examinee from the test room and click on the Quit button in the
navigation bar at the top of the assessment. Then exit the assessment for the examinee and click the Logout
button in the navigation menu on the left of the screen. If the examinee returns and is interested in receiving a
score report, you may print an Instant Score Report from the Administrator’s user interface.

Is there any time that assessments cannot be launched?

The Application maintenance window is from Thursday evening at 11:00 PM to 6:00 AM Friday CDT. Typically
maintenance is limited to once a month.



The Virtual Test Center (VTC

ACT, in partnership with Validus, has created a Web-based user interface called Virtual Test Center (VTC) that
will be used by Site Administrators, Proctors, and examinees to manage and access the WorkKeys Internet
version of assessments. VTC is used by multiple ACT testing programs; therefore, you may see buttons or
additional information on a screen in the user interface that is not described in this guide. All WorkKeys specific
functions within VTC will be addressed in this guide.

VTC is the administration site that is used to create additional administrators, create proctors, and to register
and assign assessments to examinees; as well as authorize assessments and print score reports for completed
assessments.

Each person that is registered as a user of VTC is assigned specific roles. These roles include different levels
of access (rights) and functionality within the VTC system. A listing of the roles and their rights is located at the
end of this guide. Becoming familiar with the roles and rights before you begin to assign users to the system will
help you to create the most secure environment for both administrative functions and testing.

Logging into the Virtual Test Center

ACT has established a specific site for your organization based on your WorkKeys Internet Version Application.
This site will be used by Site Administrators and Proctors at your organization to register examinees, authorize
assessments, and print score reports. You have been assigned a User ID and Password by ACT that will allow
you to access your site and complete administrative functions. ACT has e-mailed the URL, login information,
and site name(s) to you along with this user guide.

You will also receive information telling you the URL of the specific testing site that has been setup for your
organization. This second URL will be used by examinees to access the test taking area of the Internet based
system.

Enter the VTC URL into your web browser address field.

The following screen will appear.

Virtual Test Center

Please enter your Login information

User ID: |

Password: I

Login |

WALIDUS Admin Version: 1.0.6.194
© 2006 by ACT, Inc. All rights reserved.

Enter the login information in the corresponding fields.



Click on the Login button to continue.

The following screen will appear.

Virtual Test Center

LOGOUT

Welcome to VTC Console

Welcome to the WorkKeys Internet Wersion

User Management
Account Management
Group Management

Profile Management

My Account

Reports Portal
References

WALIDUS Admin Version: 1.0.6.194
© 2006 by ACT, Inc. All rights reserved.
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Adding Additional Site Administrators

ACT creates one Site Administrator per organization during initial site setup. This Site Administrator has the
capability to add additional Site Administrators to your organization’s site. As a Site Administrator, you are held
responsible for maintaining the security of your organization’s site and all WorkKeys Internet version materials.
The decision to assign an additional Site Administrator should not be made lightly. The Site Administrator role
should only be assigned to those people that will carry out administrative functions and should not be assigned
to persons that will only proctor assessments. ACT will run periodic audits on all sites to monitor for any
unusual use behavior with regard to Virtual Test Center and the administration of assessments.

The following roles have been assigned to you as a Site Administrator. You are allowed to assign these roles to
the Site Administrator account you create. A complete description of the roles and associated rights in located
at the end of this guide.

The Site Administrator, as created by ACT, is made up of the following roles:
User Manager

Account Manager

Profile Manager

Portal Manager

Proctor

Examinee

To create a Site Administrator:

Click on the User Management link in the navigation menu at the left.

The following screen will appear.

LOGOUT

User Management

rSearch Criteria

User Management

Account Management

Group Management )
Last Name: | First Mame: |
Profile Management

My Account User ID: | Exarminee 10: |

Reports Portal Search |

References

Use "%" for wild card searches.

Create | Batch Load | Export Examinees |

Seealrimame ———————— Timmme —— Joen |

-- Please search for a name --

WALIDUS Admin Version: 1.0.6.194
© 2006 by ACT, Inc. All rights reserved.

To create a Site Administrator, click on the Create button.
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A screen similar to the one below will appear (this is a partial screen shot).

LOGOUT

Login Information

User Management

Account Management

Group Management Uger ID: |

Profile Management
Password: I

My Account

Reports Portal Caonfirm Password: |

References Security

Question: | j

Answer: I

Personal Information

* First Mame: |

Middle Mame: |

* Last Name: |

Date Of Birth: | MR/DDA Y Y

* SSND: |

Login Information fields:

e UserID: You can assign a User ID or allow the system to generate one for you. For ease of use, we
suggest entering a User ID that is easy to remember, for example, the first initial and last name of the
user. An User ID can be a combination of letters from the alphabet (A-Z,a-z) or numerical digits (0-9).
User IDs are case sensitive.

Note: Once an individual has been entered into the system (this includes any organization’s site that is
using the VTC system) the User ID cannot be used again.

e Password: Assign a password that is easy to remember or allow the system to generate one for you.
The password must be 6-12 characters long and can be a combination of letters from the alphabet (A-Z,
a-z) or numerical digits (0-9). Passwords are case sensitive. It is strongly encouraged that users
change their passwords after the first time they have logged in to maintain security.

e Confirm Password: If you have chosen to assign a password, you must enter the password again
exactly as it was entered in the Password field. This field verifies that the intended password is entered
correctly into the Password field.

Note: Computer generated User IDs and Passwords can be accessed by clicking on the Export
Examinees button located under the Registration tab. Information on how to use this feature is on page
28 of this guide.

12



Security fields:
These fields are optional for WorkKeys users.
e Questions: Select a question from the drop-down menu. This question is used when a user forgets
his/her password.

e Answer: Type the answer to the question selected from the Questions drop-down menu. The user will
be asked to type in this answer if a password has been forgotten.

Basic Information:

All fields marked with an * are required. The fields on your screen may vary depending on the configuration of
your site.

e First Name: First name of the user

e Last Name: Last name of the user
e Email address: Email address of the user
e Date of Birth: Birthdate of the user. E.g. January 1, 1983 should be entered as, 01/01/1983.

e |ID/SSN: Social Security number of the user. If the user does not have a social security number, other
ID numbers, such as an employee ID or student number, can be entered.

Once the information for all fields has been entered, click on the Submit button at the bottom of the page to go
onto the next step in the process or click on Cancel to clear the Create User page. If you do not click on Submit,
the information will not be saved to the system.

After clicking on Submit, the following screen will appear. The user name that you entered for the Site
Administrator should appear next to Edit User: in the blue header bar at the top of the screen.

Virtual Test Center

WorkKeys
LOGOUT

Edit User: userguideexample

Roles

User Management

Account Management

Group Management Submit |
Profile Management
Secc[tame —— Jowscipion |

Account Manager  Account Manager can disable, lock, unlock, and reset passwords of existing users within the realm

My Account

Reports Portal
References Examinee Examinee can take tests within the realm

Proctar Proctor
Profile Manager Profile Manager can edit profile under Profile Managment

Portal Manager Partal Manager launch the portal reporting site

O O8O O

User Manager User Manager can create, read, update delete users within the realm (includes roles)

WALIDUS Admin Yersion: 1.0.6.194
© 2006 by ACT, Inc. Al rights resered.

The Roles tab will be highlighted.

This screen allows you to pick the roles that you want to assign to the administrator. Note: You can only assign
those roles for which you have rights. Therefore, if you want the created administrator to have the exact same
rights that you have, select all of the available roles. This administrator will also be able to choose from this list
of roles when establishing other users.

13



To select a role, click in the box in the Select column next to the name of the role you want to choose. Multiple
roles can be selected.

Click on the Submit button in the middle of the page.

The following screen will appear.

LOGOUT

Edit User: userguideexample

Go to RSP Create Create From Profile

Sovafie ————————— Jhawraior s |

- Please create a registration -

User Management

Account Management

Group Management

Profile Management
My Account
Reports Portal

References

YWALIDUS Admin Version: 1.0.6.194
© 2006 by ACT, Inc. All rights reserved.

This screen is used to register examinees for assessments and is not used when creating a Site Administrator.

To create additional administrators, click on the User Management link in the navigation menu at the left and
repeat the process above.

If you have completed creating Administrators, you can either logout of the system by clicking on the Logout

button in the upper right-hand corner of the screen or click on the User Management link in the navigation menu
to proceed to creating Proctors.

14



Creating Proctors

Proctor roles must be assigned to individuals charged with administering the WorkKeys Internet version
assessments at your testing center. As described below, the Proctor role is a predefined role established by
ACT to perform a limited number of tasks associated with the administration of assessments.

Note: If you are a parent site with multiple child sites and would like a Proctor to be assigned to multiple child
sites, please contact you ACT account representative.

A Proctor is able to complete the following tasks:
e Search for an examinee
Edit examinee password
Authorize or unauthorize an assessment for a registered examinee
Authorize or unauthorize accommodated testing time for a registered examinee
Authorize or unauthorize groups for testing
Lock and unlock examinee user accounts
Access the Reporting Portal and create/print various usage and score reports

Note: A Proctor cannot create new users in the system, including examinees, for security purposes.
Examinees can self-register at the time of testing if they have not been pre-registered by a Site Administrator.
The Proctor must authorize each WorkKeys assessment before an examinee can launch and begin to take a
assessment.

To create a Proctor:

Creating a Proctor is very similar to creating an additional Site Administrator.

If you are not logged into the VTC system, do so at this time. You must be a Site Administrator in order to
create Proctor Accounts.

Click on the User Management link in the navigation menu at the left.

15



The following screen will appear.

Virtual Test Center

LOGOUT

User Management

rSearch Criteria

User Management

Account Management

Group Management .
Last Marne: | First Marne: |

Profile Management

My Account UserID: | Examinee ID: |

Reports Portal Search |

References

Use "%" for wild card searches.

Create | Batch Load | Export Examinees |

Socemtoms im0 |

-- Please search for a name -

WALIDUS Admin Yersion: 1.0.6.194
© 2006 by ACT, Inc. All rights reserved.

To create a Proctor, click on the Create button.

A screen similar to the one below will appear (this is a partial screen shot).

Virtual Test Center

LOGOUT

Login Information

User Management

Account Management

Group Management User ID: |

Profile Management

Pasgsward:
My Account

Repoits Portal Confirrn Password:

References Security

Cuestion:

L

Answer: |

Personal Information

*

First Marme:

Middle Marme:

*

Last Mame:

Date Of Birth: MWD DAY Y

© SENAD:

Login Information fields:

e UserID: You can assign a User ID or allow the system to generate one for you. For ease of use, we
suggest entering a User ID that is easy to remember, for example, the first initial and last name of the

16



user. An User ID can be a combination of letters from the alphabet (A-Z,a-z) or numerical digits (0-9).
User IDs are case sensitive.

Note: Once an individual has been entered into the system (this includes any organization’s site that is
using the VTC system) the User ID cannot be used again.

Password: Assign a password that is easy to remember or allow the system to generate one for you.
The password must be 6-12 characters long and can be a combination of letters from the alphabet (A-Z,
a-z) or numerical digits (0-9). Passwords are case sensitive. It is strongly encouraged that users
change their passwords after the first time they have logged in to maintain security.

Confirm Password: If you have chosen to assign a password, you must enter the password again
exactly as it was entered in the Password field. This field verifies that the intended password is entered
correctly into the Password field.

Note: Computer generated User IDs and Passwords can be accessed by clicking on the Export
Examinees button located under the Registration tab. Information on how to use this feature is on page
28 of this guide.

Security fields:
These fields are optional for WorkKeys users.

Questions: Select a question from the drop-down menu. This question is used when a user forgets
his/her password.

Answer: Type the answer to the question selected from the Questions drop-down menu. The user will
be asked to type in this answer if a password has been forgotten.

Basic Information:

All fields marked with an * are required. The fields on your screen may vary depending on the configuration of
your site.

First Name: First name of the user

Last Name: Last name of the user

Email address: Email address of the user

Date of Birth: Birthdate of the user. E.g. January 1, 1983 should be entered as, 01/01/1983.

ID/SSN: Social Security number of the user. If the user does not have a social security number, other
ID numbers, such as an employee ID or student number can be entered.

Once the information for all fields has been entered, click on the Submit button at the bottom of the page to go
onto the next step in the process or click on Cancel to clear the Create User page.

17



After clicking on Submit, the following screen will appear. The user name that you entered for the Proctor
should appear next to Edit User: in the blue header bar at the top of the screen.

Virtual Test Center

LOGOUT

Edit User: userguideexample

User Management

Account Management
Group Management
Profile Management

My Account

Account Manager  Account Manager can disable, lock, unlock, and reset passwords of existing users within the realm

Reports Portal

Frlipenees Exarnines Examinee can take tests within the realm

Fractar Froctor

Prafile Manager Profile Manager can edit profile under Profile Managment

Partal Manager Portal Manager launch the portal reporting site

User Manager User Manager can create, read, update delete users within the realm (includes roles)

WALIDUS Admin Version: 1.0.6.194
© 2006 by ACT, Inc. All rights reserved.

The Roles tab will be highlighted.

Only the following roles should be assigned to a Proctor:

e Account Manager

e Proctor

e Portal Manager (this role should only be assigned if you want Proctors to be able to generate all types
of score reports. If this role is not assigned, the Proctor will be able to generate only the Instant Score
Report and the Individuals Registered to Test Report).

Click on the box in the Select column next to the name Account Manager, the name Proctor, and the name
Portal Manager.

Note: Itis very important that you only assign the Proctor role to those individuals administering assessments.
Under no circumstances should a Proctor be assigned roles in addition to those listed above. Doing so may
compromise the security of your site and of the WorkKeys assessments.

Click on the Submit button.

18



The following screen will appear.

Virtual Test Center

LOGOUT

Edit User: userguideexaminees

User Management

Account Management
Group Management
Profile Management

My Account

[T Account Manager Account Manager can disable, lock, unlock, and reset passwords of existing users within the realm

Reports Portal

References Examinee Examinee can take tests within the realm

Proctar Proctor
Profile Manager Profile Manager can edit profile under Profile Managment

Portal Manager Partal Manager launch the portal reporting site

-
-
-
-

WALIDUS Admin Yersion: 1.0.6.199
© 2006 by ACT, Inc. All rights reserved.

User ianager User Manager can create, read, update delete users within the realm (includes roles)

This screen is used to register examinees for assessments and is not used when creating a Proctor.

To create additional Proctors, click on the User Management link in the navigation menu at the left and repeat
the process under Create Proctors above.

Users assigned the Proctor role will see the following screen when they login to VTC.

Virtual Test Center

LOGOUT

Welcome to VTC Console

Welcome to the Workkeys Intermet Version

User Management
Account Management
Group Management

My Account

Reports Portal

References

WALIDUS Admin Version: 1.0.6.194
© 2006 by ACT, Inc. All rights reserved.
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Note: The Proctor does not have access to all of the same left-hand navigation menu items as the Site
Administrator. By default, the Proctor does have access to the User Management link. However, the Proctor
role can only perform limited functions in this area of VTC.

If you have completed creating Proctors, you can either logout of the system by clicking on the Logout button in

the upper right-hand corner of the screen or click on the User Management link in the navigation menu to
proceed to registering examinees.

Pre-Reqgistering Examinees

Pre-registration of examinees can only be done by a Site Administrator.

Examinees can be pre-registered individually or in a group using the batch load feature. Pre-registration means
that an examinee’s demographic information, username, password and the assessments he or she will be
taking have been entered into the online user interface. However, examinees must be authorized by the Proctor
before they can take assessments.

To pre-register an individual examinee:

If you are not logged into the VTC system, do so at this time. You must be a Site Administrator in order to pre-
register examinees.

Click on the User Management link in the navigation menu at the left.

The following screen will appear.

Virtual Test Center

WorkKeys
LOGOUT

User Management

rSearch Criteria

User Management

Account Management

Group Management

Last Name: | First Mame: |
Profile Management

My Account User ID: | Exarminee 10: |

Reports Portal Search |

References

Use "%" for wild card searches.

Create | Batch Load | Export Examinees |

Seealrimame ———————— Timmme —— Joen |

-- Please search for a name --

WALIDUS Admin Version: 1.0.6.194
© 2006 by ACT, Inc. All rights reserved.

Before registration can take place, an examinee must first be created in the system.

Click on the Create button.
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A screen similar to the one below will appear (this is a partial screen shot). Your site type will dictate the fields
presented on this screen.

User Management

Virtual Test Center

Account Management Login Information
Group Management User ID: |
Profile Management

Pasgword: I

LOGOUT

My Account

Reports Portal Confirm Passward: I

References Security

Question: | j

Answer I

Personal Information

* First Mame: I

Middle Mame: |

* Last Marne: I

Date Of Birth: | TAR/DD Y Y

* SSNAD: |

Login Information fields:

e UserID: You can assign a User ID or allow the system to generate one for you. For ease of use, we
suggest entering a User ID that is easy to remember, for example, the first initial and last name of the
user. An User ID can be a combination of letters from the alphabet (A-Z,a-z) or numerical digits (0-9).
User IDs are case sensitive.

Note: Once an individual has been entered into the system (this includes any organization’s site that is
using the VTC system) the User ID cannot be used again.

e Password: Assign a password that is easy to remember or allow the system to generate one for you.
The password must be 6-12 characters long and can be a combination of letters from the alphabet (A-Z,
a-z) or numerical digits (0-9). Passwords are case sensitive. It is strongly encouraged that users
change their passwords after the first time they have logged in to maintain security.

e Confirm Password: If you have chosen to assign a password, you must enter the password again
exactly as it was entered in the Password field. This field verifies that the intended password is entered
correctly into the Password field.

Note: Computer generated User IDs and Passwords can be accessed by clicking on the Export
Examinees button located under the Registration tab. Information on how to use this feature is on page
28 of this guide.

Security fields:
These fields are optional for WorkKeys users.

e Questions: Select a question from the drop-down menu. This question is used when a user forgets
his/her password.

o Answer: Type the answer to the question selected from the Questions drop-down menu. The user will
be asked to type in this answer if a password has been forgotten.
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Basic Information:

All fields marked with an * are required. The fields on your screen may vary depending on your site
configuration.

e First Name: First name of the user

e Last Name: Last name of the user

e Email address: Email address of the user

o Date of Birth: Birthdate of the user. E.g. January 1, 1983 should be entered as, 01/01/1983.

o ID/SSN: Social Security number of the user. If the user does not have a social security number, other
ID numbers, such as an employee ID or student number can be entered.

Once the information for all required fields has been entered, click on the Submit button at the bottom of the
page to go onto the next step in the process or click on Cancel to clear the Create User page.

After clicking on the Submit button, the following screen will appear. The user name that you entered for the
Examinee should appear next to Edit User: in the blue header bar at the top of the screen.

Virtual Test Center

LOGOUT

Edit User: userguideexaminees
Account Management

Group Management .
Select role and .

mm-

Account Manager  Account Manager can disable, lock, unlock, and reset passwords of existing users within the realm

User Management

My Account

Reports Portal

References Examines Examinee can take tests within the realm
Proctor Proctar
Profile Manager Profile Manager can edit profile under Profile Managment

Portal Manager Partal Manager launch the portal reporting site

User Manager User Manager can create, read, update delete users within the realm (includes roles)

WALIDUS Admin Yersion: 1.0.6.194
© 2006 by ACT, Inc. Al rights resered.

The Roles tab will be highlighted.
Click on the box in the Select column next to the name Examinee.

Note: Itis very important that you only assign the Examinee role to those individuals taking assessments.
Under no circumstances should any other role be assigned to an examinee. Doing so will compromise the
security of your site and of the WorkKeys assessments.

After selecting Examinee, click on the Submit button.
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The following screen will appear.

Virtual Test Center

LOGOUT

Edit User: userguideexaminees

Goto RSP

Sooafie ——————— Jhamwraior s |

-- Please create a registration --

User Management

Account Management

Group Management
P g Create Create From Profile

Profile Management

My Account

Reports Portal

References

WALIDUS Admin Wersion: 1.0.6.194
© 2006 by ACT, Inc. All rights resened.

The Registration tab will be highlighted.

Click on the Create button.
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A screen similar to the one below will appear.

Virtual Test Center

LOGOUT

Edit User: userguideexaminees

Select an assessment and . . .

User Management

Account Management

Group Management

Profile Management

Sooafie T |

My Account

Reports Portal [T Business Writing WorkKeys Assessments

References T Applied Mathematics WorkKeys Assessments
[T Applied Technology WorkKeys Assessments
[T Locating Infarmation WorkKeys Assessments
[T Reading for Information WorkKeys Assessments

WALIDUS Admin Wersion: 1.0.6.194
© 2006 by ACT, Inc. All rights resened.

The assessments that appear on this screen will be determined by your contract with ACT. You can assign any
of the assessments that are shown to an examinee.

To assign assessments to an examinee, click on the box under the Select column next to the assessment title
you want to assign. Multiple assessments can be selected at one time.

Click on the Submit button to continue the registration process. Clicking on the Cancel button will clear the
registration screen.

24



A screen similar to the one below will appear.

Virtual Test Center

LOGOUT

User Management

Go to REP I Create l Create From Profile

Profile Management Select registration and . Stop Session Instant Repaort

My Account

Account Management

Group Management

m

Reports Portal

Business Yyriting WorkKeys Assessments Pending (requires authorization)
References
& Applied Mathematics YWorkKeys Assessments Pending (requires authorization)
©  Applied Technology WorkKeys Assessments Pending {requires authorization)
= Locating Information WorkKeys Assessments Pending (requires authorization)
O Reading for Infarmation WorkKeys Assessments Pending (requires authorization)

WALIDUS Admin Yersion: 1.0.6.194
© 2006 by ACT, Inc. All rights reserved.

This screen allows assessments to be authorized for this examinee. Authorizing assessments is described later
in this guide.

The pre-registration for this examinee is complete. To continue to pre-register additional examinees, click on
User Management in the navigation menu at the left and follow the process above, otherwise, logout of the
system.

To pre-register a group of examinees using the Batch Load feature:

The batch load feature allows you to enter multiple examinee registration details into one spreadsheet for
upload to the user interface. This will create examinee user accounts for each person entered on the
spreadsheet and saves the Site Administrator from having to pre-register each examinee individually.

If you are not logged into the VTC system, do so at this time. You must be a Site Administrator in order to use
the batch load feature.

Click on the User Management link in the navigation menu at the left.
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The following screen will appear.

Virtual Test Center

LOGOUT

User Management

rSearch Criteria

User Management

Account Management

Group Management

Last Marne: | First Marne: |
Profile Management
My Account User ID: | Examinee 1D: |
Reports Portal Search |

References

Use "%" for wild card searches.

Create Batch Load Export Examinees

Socemtoms im0 |

-- Please search for a name -

WALIDUS Admin Yersion: 1.0.6.194
© 2006 by ACT, Inc. All rights reserved.

Click on the Batch Load button.

The following screen will appear.

Virtual Test Center

LOGOUT

atch Load Users

User Management

Account Management File: I Erowse. | Dowenload Header File |
Group Management * = Raquirad
Profile Management Simulate | Submit | Cancel |

My Account

YALIDUS Adrmin Vergion: 1.0.6.194
Reports Portal 2005 by ACT, Inc. Al rights resenved.

References

Click on the Download Header File button. This will begin the process of saving a spreadsheet file, in csv
format, to your machine that will allow you to batch load examinees.
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The following dialog box will open.

Some filez can harm your computer. [ the file information below
[ooks suspicious, ar you do naot fully st the zource, do not open or
zave this file.

File name: bulklLoadHeader. cavw

File tppe:  Microzoft Excel Comma Separated W alues File

From: whoadmintst. act. arg

Ly

whold you like to open the file or zave it to your compker?

Open |

¥ ilways ash before apening this tupe of file

Cancel tare Info

Click on the Save button. A dialog box will open prompting you to select a location on your computer to which
you want the filed saved. You can rename the file to meet your needs or leave it as the default name.

Logout of the user interface by clicking on the Logout button located in the upper right-hand corner of the
screen.
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Completing the batch load spreadsheet
Locate the spreadsheet that you just saved on your computer and double-click on it to open it.

The spreadsheet will look similar to the one below. Your site type will determine the fields displayed.

A B | C | D | E | F | G| H | I J | K| L
firstMame middleMan lastMName dateOfBintt employeelh address1  address?  city state ZipCode  email Educatic

1

2

3

_4 |Comments: (Please do not include comments in the Batch load file)

_5 |dateOfBirth - Format = Mbd/ddfyyyy

B |state - AllcAL AR AS AL CA, co cT Dc DE FL Fh
_ 7 |EducationlBth Grade 10th grade 11th Grade 12th Grade Dual enrall Dual enroll Trade/Prag Communit! Cammunit: Communit: Postsec
_8 |HighestDe Elementar High schac GED Trade/Prop Associate Bachelor's Master's  Doctorate

9 |gender - A M

10 |EthnicGral (nan-Hisp: American | Alaskan b Caucasian (non-HispiMexican A Asian Ame Pacific |sl|Puerta Ric Cuban Other H
11 |Language « A language English an Prafer not to respand

12 |[Employme Emplayed UnemplayeUnemployed - not seeking employment
13 WvhyAsses advancem or promaoti Required fiPersonal d Other

14 |SchoolCur full time  Yes part time Mo

15 WhySchod emplayer- Warking to self-suppc Taking sini employer- Taking sint selfsuppc Still in highMot in schoal
1B |userMame &z 0-2 and should be between 3 and 100 characters in length.
A7 |password -a-2 0-3 and should be between 6 and 12 characters in length.
18 |aszessme 1855 1857 1858 1859

19 |eligibility Start - Format = Mid/dd/yyyy

20 |eligibilityEnd - Farmat = M/ ddfyyyy (Can not be before eligibility Start date)

21 |profileld - Allowed “alues = 325

2 [groupld - Allowed Yalues = 27200039

—

—_| = = =

—_ = =

—

In order for the batch load to work as seamlessly as possible, delete the majority of the columns included in the
spreadsheet. Any columns that are not populated with data must be deleted. The comments located at the
bottom of the spreadsheet must also be completely deleted before uploading the file to the user interface. Blank
columns and comments left in the spreadsheet will cause errors in the user interface and the file will not upload

properly.

Removing fields from the spreadsheet does not mean that that specific examinee data will no longer be
collected. Any fields that are deleted will be shown when the examinee logs into the system to begin testing.
Many of the fields deleted from the spreadsheet, by default, are required by the VTC system for registration.
Examinees must enter information into these fields before testing can begin.

We suggest that you use only the following columns during the batch load process:

Explanation of columns:

firstName: enter the first name of the examinee
lastName: enter the last name of the examinee

employeelD (same as SSN/ID): enter the examinee social security number, student ID nhumber, or employee 1D
number in the following format: xxxxxxxxx (do not include hyphens or other symbols).

Once you have entered all of the examinee account information into the spreadsheet, save the file.
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The following screen will appear.

Microsoft Excel x|

bulkLoadHeader, csv may contain Features that are not compatible with CSY (Camma
delimited), Do you want to keep the workbook in this Format?

@ + To keep this Format, which leaves out any incompatible Features, click Yes.
+ To preserve the Features, click Mo, Then save a copy in the latest Excel format,
+ To see what might be lask, click Help.

Yes i}

Click on the Yes button.
Log back into the VTC system at this time.

Click on the User Management link in the navigation menu at the left.

The following screen will appear.

LOGOUT

Batch Load Users

User Management

Account Management File: I Browse.. | Download Header File |
Group Management * = Required
Profile Management Simulate | Submit | Cancel |

My Account

WALIDUS Adrmin Yersion: 1.0.6.194
Reports Portal 2008 by ACT, Inc. Al rights reserved.

References

Click on the Browse button.
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A screen similar to the one below will appear.

Choose file : 21X
Lok jr: I:ﬂ Deskiop j =5 Ef-

o My Docurents

L My Compuker

|5 My Network Places

i—Adobe Acrobat 7.0 Standard
Burn CD & DYDs with Roxio

Higtomy
@
e

by Documentz

8 2naglt Skudio

2

File namme: I j Open I
Files of type: | 411 Files [+#) Il Caricel |
p

Find the .csv file that contains the examinee account information that you entered for batch load.

Click on the Open button.

The following screen will appear.

Virtual Test Center

LOGOUT

User Management

| Download Header File I

Account Management File: IC:\Documents and Setting | Browse... :

Group Management * = Raquired

Profile Management Simulate | Submit | Cancel |

My Account

WALIDUS Admin Version: 1.0.6.194

Reports Portal 2008 by ACT, Inc. Al rights reserved.

References

If you would like to do a test upload of the batch load file you created, click on the Simulate button.
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The following screen will appear (this is a partial screen shot).

Virtual Test Center

LOGOUT

Batch Load Users - SIMULATION, NO DATA WAS SAVED

New Users Created

ine amber————Jimerbame ———JhiName———Jimsttome ——Jemai |
1

workkeys tester]

User Management

Account Management

Group Management

Profile Management

My Account

Reports Portal

References 2 workkeys tester?
3 workkeys testerd
4 workkeys testerd
a workkeys testers
5] warkkeys testers
7 workkeys testar?
a wiorkkeys testerd
9 workkeys testard
10 workkeys tester1O
11 workkeys tester!l
12 workkeys tester!2

No data is added to the system when you use the simulation feature. The feature shows any problems with the
data that was entered into the spreadsheet. You can use the results of this page to revise any information
before uploading the data to the system.

Click on the Continue button.

A screen similar to the one below will appear (this is a partial screen shot).

Virtual Test Center

User Management
Account Management
Group Management
Profile Management

My Account

Reports Portal

References

LOGOUT

rSearch Criteria

Last Marne: | First Mame: |
User ID: | Examinee ID: |
Search |
Use "%" for wild card searches.
Select user and . . . Create Batch Load Export Examinees

Socalimtame ——— Jitome ——— Joen

Application

o) el o el

Click on the Batch Load button.

application

Anexaminee

AnExamineedd?

ugExaminee

User Management



The following screen will appear.

Virtual Test Center

LOGOUT

Batch Load Users

User Management

Account Management File: I Browse... | Diownload Header File |
Group Management * = Required
Profile Management Simulate | Subrmnit | Cancel |

My Account

WALIDUS Admin Yersion: 1.0.6.194

Reports Portal 2006 by ACT, Inc. Al rights reserved.

References

Click on the Browse button.

A screen similar to the one below will appear.

Look jn: I :ﬂ Dezktop j

B Snaglt Studio
i

File name: I j Open I
Filez of twpe: I,-’:-.II Files [*¥] j Cancel |
¥

Find the .csv file that contains the examinee account information that you entered for batch load.

Click on the Open button.
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The following screen will appear.

Virtual Test Center

LOGOUT

Batch Load Users

User Management

Account Management File: |C:\Documents and Setting © Browse.. { [ Download HeaderFile |
Group Management * = Required
Profile Management Simulate | Subrmnit | Cancel |

My Account

WALIDUS Admin Yersion: 1.0.6.194
Reports Portal 2006 by ACT, Inc. Al rights reserved.

References

Click on the Submit button. This will automatically upload the information contained in the spreadsheet to the
VTC system.

The following screen will appear (this is a partial screen shot).
Virtual Test Center

LOGOUT

User Management
Group Management

Profile Management New Users Created

Line Nomber————upertame ———Jrimttame——Jioshome——Jemi |

My Account

Reports Portal

References
Existing Users Updated

e omber————usertame ——— Jrimttane——Jiostome ———Jemai
1

testew wiotkkeys testerl
2 testew wiotkkeys testar?
3 testew wortkkeys testerd
4 testew3 wotkkeys testerd

Click on the Continue button.
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The following screen will appear.

A screen similar to the one below will appear (this is a partial screen shot).

Virtual Test Center

LOGOUT
. e,

User Management

rSearch Criteria

User Management

Account Management

Group Management

Last Marme: | First Mame: |
Profile Management

My Account User ID: | Examinee ID: |

Reports Portal Search |

References

Usze "%" for wild card searches.

Editl Delete | Create | Batch Load | Export Examinees |
SocclFimhame —— Jithame e |
e

Application Account application
 An Examinee Anexamines
 Ann Examinee AnExamineedd?
& UG Exarninee ugExarminee

The system will automatically generate User IDs and passwords for examinees listed on a batch load
spreadsheet. You can access this information by clicking on the Export Examinees button.

The following screen will appear.

File Download x|

Some filez can harm your computer. |f the file information below
lookz zuspicious, or vou do not fully trust the source, do not open or
zave thiz file.

File name: ...z ES TemplateE zaminees. caw

File type:  Microzoft Excel Comma Separated 'Yaluesz File

From: whzadmintst. act.org

whould pou like to open the file or zave it to your computer?

Open |

¥ | Always ash before opening this e of file

Caricel tare Info

Click on the Open or Save button. If you choose Open, the file will open on your desktop. Clicking on save will
prompt you to save a .csv file to a designated location on your computer.

You can now locate the file on your computer and double-click on it to open it.

The file contains the registration information for all registered users at your site. It also includes any system
generated User IDs and Passwords.
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Creating Profiles

A profile is a way to link an examinee’s score to a pre-set required skill level for a job. For example, an
organization, based on the functions of a particular job, may decide that an examinee must score at least a
Level 4 in Applied Mathematics to adequately perform that job. One job may have more than one skill area
assigned to its profile.

Profiles can be created in VTC. The profiles entered can be based on profiles established by trained WorkKeys
profilers or by profile levels established by your company. Profiles that have been established by your company
should only be used for low stakes types of situations, such as training. For more information about WorkKeys
profiling options, visit our website at www.workkeys.com.

To create a Profile:

Login to the system as a Site Administrator. You must have been assigned the Profile Management role to use
this function.

Click on the Profile Management link in the navigation menu at the left. You will not have this menu option if you
are not assigned the Profile Management role.

The following screen will appear.

Virtual Test Center

LOGOUT

Profile Management
User Management

Account Management Editl Copy | Delete | Create |
SRR setect[Name ______[Prfileld

Profile Management

KM Profile 325
My Account

© User Guide Editor 374
Reports Portal

O User Guide Writer 373

References

WALIDUS Admin Wersion: 1.0.6.194
© 2006 by ACT, Inc. All rights resened.

Click on the Create button.
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The following screen will appear.

Virtual Test Center

LOGOUT

Profile Management

Account Management Basic Information

User Management

Group Management * Marne: |

Profile Management

Description: I
My Account . .
= Required

Reports Portal Subrmit | Cancel |

References

WALIDUS Admin Version: 1.0.6.194
© 2006 by ACT, Inc. All rights reserved.

Enter a name for your profile. This field is required. You may also enter a profile description if desired.

Click on the Submit button.
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The following screen will appear. The Profile name that you entered should appear next to Edit Profile: in the
blue header bar at the top of the screen.

Virtual Test Center

WorkKeys
LOGOUT

Edit Profile: User Guide Editor

Add

User Management

Account Management

Group Management

Profile Management

=
=3
m

My Account

-- Mo assessments available --
Reports Portal

References WALIDUS Admin Wersion: 1.0.6.194

© 2006 by ACT, Inc. All rights reserved.

In order to choose the WorkKeys assessments and skill level required for the profile, click on the Add button.

A screen similar to the one below will appear. The assessment titles available vary depending on your contract
with ACT.

Virtual Test Center

WorkKeys
LOGOUT

Edit Profile: User Guide Editor

Select an assessment and . . .

Business Wyriting WorkKeys Assessments

User Management

Account Management
Group Management
Profile Management

My Account

Reports Portal

References Applied Mathematics WorkKeys Assessments

Applied Technology WorkKeys Assessments

Locating Infarmation WorkKeys Assessments

'I'l'l'l'lE

Reading for Infarmation WorkKeys Assessments

WALIDUS Admin Wersion: 1.0.6.194
© 2006 by ACT, Inc. All rights resened.



Click in the box in the Select column next to the assessment(s) that you want to add to the profile. More than
one assessment can be selected. Click on the Submit button.

A screen similar to the one below will appear.

Virtual Test Center

WorkKeys
LOGOUT

Edit Profile: User Guide Editor

Select an assessment and . . .

User Management

Account Management
Group Management

Profile Management

Soeafime oo Jiemisore |

My Account

Reports Portal ' Locating Infarmation Workkey s Assessments

References it Reading for Infarmation WorklKeys Assessments
O Business Writing Workleys Assessments

WALIDUS Admin Yersion: 1.0.6.194
© 2006 by ACT, Inc. All rights reserved.

Click on the radio button in the Select column next to the assessment for which you want to add a skill level.
Click on the Edit button.

The following screen will appear.

Virtual Test Center

WorkKeys
LOGOUT

Edit Profile: User Guide Editor
Account Management

Group Management Basic Information

Profile Management Adrinistration: ¥Warkkeys Assessments

User Management

Title: Locating Information

My Account

Level Score:

Score Report: I 'l
Extended Time: I 'l
Submit | Cancel |

WALIDUS Admin Yersion: 1.0.6.194
© 2006 by ACT, Inc. All rights reserved.

Reports Portal

References
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Enter the profile level for the assessment in the field marked Level Score. Only Level Scores should be entered
in this field. The following are the Level Score ranges for each of the WorkKeys Internet version assessments:

Assessment Name ‘ Level Range

Business Writing 1-5
Applied Mathematics 3-7
Applied Technology 3-6
Locating Information 3-6
Reading for Information 3-7

The Individual Score vs. Profile Report is generated using the profile information you enter. If you do not want a
report generated using this profile, select No Report from the dropdown menu named Score Report. If you
would like a score report generated, select Level Score. Scale Scores are not reported on the Individual Score
vs. Profile Report. Please do not select this option.

Note: If a Level Score is entered into the system that is not in the Level Range for a particular assessment, an
error will occur and a score report will not be generated.

The Extended Time feature by profile is not used for WorkKeys. Please leave this field blank.

Click on the Submit button.
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The following screen will appear.

Virtual Test Center

LOGOUT

Edit Profile: User Guide Editor

Select an assessment and . ..

User Management

Account Management
Group Management

Profile Management

Soocfie——————— Jnamommior — Jeovseon |

My Account

I ) )
Reports Portal Lacating Infarmatian Workkleys Assessments )
References (o Reading for Infarmation Workl<eys Assessments

Business Writing Warkkeys Assessments

WALIDUS Admin Version: 1.0.6.194
© 2006 by ACT, Inc. All rights reserved.

The Level Score that you entered for the assessment is now shown in the Level Score column on the right-hand
side of the screen.

Repeat this process to add additional assessments to the profile.

Registering Examinees Using a Profile

Once you have established profiles for your organization, you have the option of linking a profile to an examinee
at registration. This will automatically register the examinee for the assessments that you have associated with
the profile, as well as compare the examinee’s scores with the Level Score that has been set for each
assessment for the profile. The results are then reported on the Individual Score vs. Profile Report.

To register an examinee using a profile:

If you are not logged into the VTC system, do so at this time. You must be a Site Administrator in order to
register examinees.

Click on the User Management link in the navigation menu at the left.
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The following screen will appear.

Virtual Test Center

LOGOUT

User Management

rSearch Criteria

User Management

Account Management

Group Management

Last Marne: | First Marne: |
Profile Management

User ID: | Examinee 1D: |

Search |

Use "%" for wild card searches.

My Account

Reports Portal

References

Create Batch Load Export Examinees

Socemtoms im0 |

-- Please search for a name -

WALIDUS Admin Yersion: 1.0.6.194
© 2006 by ACT, Inc. All rights reserved.

Before registration can take place, an examinee must first be created in the system.

Note: You can enter an examinee’s last name and click on the Search button to see if a user account already
exists. You can also use the % sign to bring up all registered users for your site. If an account does exist, click
on the radio button in the Select Column next to the examinee’s first name and click on the Edit button in the
center of the screen. Click on the Registration tab at the top of the screen. Go to page 44 and follow the steps
for Create From Profile.

Click on the Create button.
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A screen similar to the one below will appear (this is a partial screen shot). Your site type will dictate fields
presented on this screen.

User Management
Account Management
Group Management

Profile Management

Virtual Test Center

Login Information

User ID: |

Pasgword: I

LOGOUT

My Account

Reports Portal Confirm Passward: I

References Security

Question: | j

Answer I

Personal Information

* First Mame: I

Middle Mame: |

* Last Marne: I

Date Of Birth: | TAR/DD Y Y

* SSNAD: |

Login Information fields:

e UserID: You can assign a User ID or allow the system to generate one for you. For ease of use, we
suggest entering a User ID that is easy to remember, for example, the first initial and last name of the
user. An User ID can be a combination of letters from the alphabet (A-Z,a-z) or numerical digits (0-9).
User IDs are case sensitive.

Note: Once an individual has been entered into the system (this includes any organization’s site that is
using the VTC system) the User ID cannot be used again.

e Password: Assign a password that is easy to remember or allow the system to generate one for you.
The password must be 6-12 characters long and can be a combination of letters from the alphabet (A-Z,
a-z) or numerical digits (0-9). Passwords are case sensitive. It is strongly encouraged that users
change their passwords after the first time they have logged in to maintain security.

e Confirm Password: If you have chosen to assign a password, you must enter the password again
exactly as it was entered in the Password field. This field verifies that the intended password is entered
correctly into the Password field.

Note: Computer generated User IDs and Passwords can be accessed by clicking on the Export
Examinees button located under the Registration tab. Information on how to use this feature is on page
28 of this guide.

Security fields:
These fields are optional for WorkKeys users.

e Questions: Select a question from the drop-down menu. This question is used when a user forgets
his/her password.

e Answer: Type the answer to the question selected from the Questions drop-down menu. The user will
be asked to type in this answer if a password has been forgotten.

Basic Information:

All fields marked with an * are required. The fields on your screen may vary depending on your site
configuration.
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e First Name: First name of the user

e Last Name: Last name of the user

e Email address: Email address of the user

e Date of Birth: Birthdate of the user. E.g. January 1, 1983 should be entered as, 01/01/1983.

o ID/SSN: Social Security number of the user. If the user does not have a social security number, other
ID numbers, such as an employee ID or student number can be entered.

Once the information for all required fields has been entered, click on the Submit button at the bottom of the
page to go onto the next step in the process or click on Cancel to clear the Create User page.

The following screen will appear. The examinee name that you entered should appear next to Edit Profile: in
the blue header bar at the top of the screen.

Virtual Test Center

LOGOUT

Edit User: userguideexaminees

Select role and
o e

Account Manager  Account Manager can disable, lock, unlock, and reset passwords of existing users within the realm

User Management

Account Management

Group Management

Profile Management

My Account

Reports Portal

References Examines Examinee can take tests within the realm
Proctor Proctar
Profile Manager Profile Manager can edit profile under Profile Managment

Portal Manager Partal Manager launch the portal reporting site

-
-
-
-

WALIDUS Admin Wersion: 1.0.6.194
© 2006 by ACT, Inc. All rights reserved.

User Manager User Manager can create, read, update delete users within the realm (includes roles)

The Roles tab will be highlighted.
Click on the box in the Select column next to the name Examinee.

Note: Itis very important that you only assign the Examinee role to those individuals taking assessments.
Under no circumstances should any other role be assigned to an examinee. Doing so will compromise the
security of your site and of the WorkKeys assessments.

After selecting Examinee, click on the Submit button.
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The following screen will appear.

Virtual Test Center

LOGOUT

Edit User: userguideexaminees

Goto RSP

S [ S TS

-- Please create a registration --

User Management

Account Management

Group Management
P g Create Create From Profile

Profile Management

My Account

Reports Portal

References

WALIDUS Admin Wersion: 1.0.6.194
© 2006 by ACT, Inc. All rights resened.

Click on the Create From Profile button.

The following screen will appear.

Virtual Test Center

LOGOUT

User Management

Account Management

Group Management

Profile Management

EEEm

My Account

o

Reports Portal 325 KM Prafile

References & 374 User Guide Editar
o373 User Guide Writer

WALIDUS Admin Version: 1.0.6.194
© 2006 by ACT, Inc. Al rights reserved.

44



This screen lists all of the profiles that have been created for your organization. Click on the radio button under
the Select Column next to the profile that you want to link to the examinee that you are registering. Click on the
Continue button.

The following screen will appear.

Virtual Test Center

LOGOUT

Home Edit User: ugprofileexaminee

User Management

Registration
Account Management

G M t
roup Managemen Submit | Cancel |

Profile Management

Reports Portal ¥ Business Writing WorkKeys Assessments
References [T Applied Mathematics Warkkeys Assessments
[T Applied Technology WorkKeys Assessments
v Locating Information WorkKeys Assessments
¥ Reading for Information Waorkleys Assessments

WALIDUS Admin Version: 1.0.6.166
B 2006 by ACT, Inc. Al rights reserved.

This screen shows the assessments that have been chosen for the profile that was selected. Selected
assessments have a check in the box in the Select column next to the assessment title. Although it is possible
to change the assessments that are required at this point, it is recommended that this not be done.

Click on the Submit button.
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The following screen appears.

Virtual Test Center

LOGOUT

Home
User Management

Registration
Account Management
Group Management
Profile Management

My Account

Reports Portal

References

Go to REF | Createl Create From Profile |
Editl Autharize | Unauthorize | Instant Report | Delete

Soaltne ——— Jnammmmon s |

€ Business Writing WorkKeys F'endmg.; {re.qulres
Assessments authorization)

i Laocating Infarmation Wik ey e F'enl:lmg (re_qlllres
Aszsessments authorization)

Reading for Warklkeys Pending {requires
Infarmatian Assessments authorization)

WALIDUS Adrmin Version: 1.0.6.166
22006 by ACT, Inc. All rights reserved.

| i

The assessments that are associated with the chosen profile are shown and have been assigned to the
examinee. In order for an examinee to launch an assessment, it must be authorized. Authorization is covered
later in this guide.
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Creating Groups

Site Administrators and Proctors are able to assign examinees to groups for testing. This allows a Proctor to
authorize an assessment for an entire group rather than authorizing assessments on an individual basis.

Note: Only Site Administrators can create groups. Proctors are allowed to add examinees to a group that
has already been created. Examinee accounts must already be entered into the VTC system in order to assign
an account to a group.

To create a group:

Login to the system as a Site Administrator.

Click on the Group Management link in the navigation menu at the left.

The following screen will appear.

LOGOUT

Group List

Search Criteria

oo |

Use "%" for wild card searches.

Reports Portal ro—
reate |
“— seect Ve Ju_ |

-- Please search or create a group -

User Management

Account Management

Group Management

Profile Management

My Account

WALIDUS Admin Yersion: 1.0.6.194
© 2006 by ACT, Inc. Al rights resered.

Click on the Create button.
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The following screen will appear.

Virtual Test Center

LOGOUT

Create Group

Basic Information

User Management

Account Management

Group Management * MName: ||

Cancel |

WALIDUS Admin Version: 1.0.6.194
© 2006 by ACT, Inc. Al rights reserved.

Profile Management * = Required

My Account

Reports Portal

References

Enter a group name in the Name field. This is a required field.
Click on the Submit button.

The following screen will appear.

Virtual Test Center

LOGOUT

User Management

Account Management Search Criteria

Group Management Marme: ||

Profile Management

My Account Use "%" for wild card searches.

Reports Portal
r Select group and . . . IS [EaTULIES Unauthaorize Email | Delete
e (Select {Warre_____________________________Ju_______________
© User Guide Group 273105905

M Previous | Page 1 of 1 Mext |ﬂ|

WALIDUS Admin Yersion: 1.0.6.194
© 2006 by ACT, Inc. Al rights resered.
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You now need to add users to your group. Click on the radio button in the Select column next to the group
name that you want to select.

Click on the Edit button.

The following screen will appear.

Virtual Test Center

WorkKeys
LOGOUT

User Management

Basic Information

Group
Account Management

Group Management

* Mare: Ipser Guide Group

Cancel |

WALIDUS Admin Wersion: 1.0.6.194
© 2008 by ACT, Inc. All rights reserved.

Profile Management

My Account

* = Required

Reports Portal

References

Click on the Users tab at the top of the screen.
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The following screen will appear.

Virtual Test Center

LOGOUT

User Management

Account Management

Group Management

Soocfrimtome——————————————— Jiamtome —— Jien |

-- Please add a user -

Profile Management

My Account

Reports Portal

References YALIDUS Admin Version: 1.0.6.194

© 2006 by ACT, Inc. All rights resened.

Click on the Add button.
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A screen similar to the one below will appear. This screen will contain all of the registered users for your site.

Virtual Test Center

-

LOGOUT

User Management

Select user and . . . o

Account Management

Group Management

Profile Management

Sooceimtoms ——— Jowtame oo |

My Account

Reports Portal T Application Account application
References [T Help Desk Account helpdesk
7 Workkeys ACT Adrin whactadrmin
[T corporated corporatel corporate
M An Examinee Anexamines
[T Ann Examinee AnExarnines001
- UG Examinee ugExaminee
T Userguide Examinee userguideexamines
I User Guide userguide
I~ User Guide2 Userguidel
T Laura Hoffrman laurah
T jun13test001 jun13test001 jun13testd01
™ Mary Lewis marylewis
I~ User llanager usermanagertest
T kel marcia kmadmin

Select user and . . . [fat0
Firstl Pravious | Page 1 of 3 Nextl Lastl

WALIDUS Admin Version: 1.0.6.194
© 2006 by ACT, Inc. All rights reserved.

To select users to be added to the group you have selected, click in the box in the Select column next to the
user’s first name. You may select more than one name at a time.

Click on the Add button at the bottom of the screen.
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A screen similar to the one below will appear.

Virtual Test Center

LOGOUT

User Management

Select userand ... Add
Seicclrimome —————— Jioshome ———————— Joerd |
[

UG Examinee ugExaminee

Account Management

Group Management

Profile Management

My Account

Reports Portal

. Laura Hoffrman laurah

ml Previous | Page 1 of 1 Mﬂl

References

WALIDUS Admin Wersion: 1.0.6.194
© 2006 by ACT, Inc. All rights resened.

You have now completed assigning users to the group. If you see a name in the list that you want to delete,
click on the radio button in the Select column next to the user’s first name. Click on the Remove button.

Proctor Directions for Adding Users to a Group

Login to the system as a Proctor.

Click on the User Management link in the navigation menu at the left.
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The following screen will appear.

Virtual Test Center

LOGOUT

User Management

rSearch Criteria

User Management

Account Management

Group Management .
Last Marne: | First Marne: |

My Account

User ID: | Examinee 1D: |
Search |

Use "%" for wild card searches.

T . TS TR

-- Please search for a name --

References

WALIDUS Admin Version: 1.0.6.197
© 2006 by ACT, Inc. All rights reserved.

Note: You can enter an examinee’s last name and click on the Search button to show only this examinee
account. You can also use the % sign to bring up all registered users for your site. If the account you're
searching for does not exist, the examinee will need to self-register before being assigned to a group. Self-
registration is discussed later in this guide.

A screen similar to the one below will appear (this is a partial screen shot).

[/NR[DIOSY | Virtual Test Center

LOGOUT

User Management

rSearch Criteria

User Management

Account Management

Group Management

Last Marne: | First Mame: |
My Account

User ID: | Examinee ID: |

Usge "%" for wild card searches.

References

m_

Application Account application
@A Examinee Anexamines
© Ann Examines AnExarninee0lt
c UG Exarninee ugExaminee

If an account does exist, click on the radio button in the Select Column next to the examinee’s first name and
click on the Edit button in the center of the screen.
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A screen similar to the one below will appear (this is a partial screen).

Virtual Test Center

LOGOUT

Edit User: userguideexaminee
Cogmmion | o |
Account Management

Group Management Login Information

User Management

User

My Account Usger ID: userguideexaminee

References Pasgword: I

Canfirm Password: |

Personal Information
* First Name: Userguide
* Middle Name:
* Last Mame: Examinee
* Date Of Birth:
* SENAD: S5RE55555

Click on the Group tab located at the top of the screen.
The following screen will appear.

Virtual Test Center

LOGOUT

Edit User: userguideexaminee

Select group and

User Management

Account Management
Group Management

My Account

References
© User Guide Group

M Previous | Page 1 of 1 Mﬂl

WALIDUS Admin Wersion: 1.0.6.197
© 2006 by ACT, Inc. All rights resened.

This screen will show the names of the groups that have been created by the Site Administrator for your
organization. Click on the radio button in the Select column next to the name of the group to which you want to
assign the examinee.

Click on the Add button. The examinee has now been added to this group.
You can remove the examinee from the group by following the same steps, except click on the Remove button.

To assign and authorize assessments by a group, follow the steps in the Authorizing Assessments section
named Using Groups to Assign and Authorize Assessments.
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Authorizing Assessments

Whether examinees are pre-registered or self-register (discussed later in this guide) to take assessments
delivered via WorkKeys Internet version, all assessments must be authorized by either a Site Administrator or
Proctor before examinees can begin testing.

Note: Once an assessment is authorized the examinee has 30 minutes from the time of authorization to begin
the assessment. If the examinee does not begin the assessment within the 30 minute window, the assessment
will need to be authorized again. The 30 minute authorization period has been implemented to maintain security
of the WorkKeys test forms.

Because it is unlikely that an examinee will be able to complete and start multiple assessments within the 30
minute testing window, we recommend that only one assessment is authorized at a time per examinee.

To authorize an assessment for a registered examinee:

The following directions apply to both Site Administrators and Proctors.

Login to the system as a Site Administrator or Proctor. The links in the navigation menu will vary depending on
your assigned role.

Click on the User Management link in the navigation menu at the left.

The following screen will appear.

Virtual Test Center

LOGOUT

User Management

rSearch Criteria

User Management

Account Management

Group Management

Last Marne: | First Marne: |
Profile Management

My Account User ID: | Examinee 10: |

Reports Portal Search |

References

Use "%" for wild card searches.

Create | Batch Load | Export Examinees |

Socemtoms im0 |

-- Please search for a name -

WALIDUS Admin Yersion: 1.0.6.194
© 2006 by ACT, Inc. All rights reserved.

Click on the Search button to display the users registered for your site. You can also enter search criteria in the
fields to narrow your search. Using the % sign after a letter will bring up all users beginning with that letter.

Note: The search results displayed will include all registered users for your site, including Site Administrators,
Proctors, and examinees.
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A screen similar to the one below will appear.

Virtual Test Center

’. LOGOUT

User Management

User Management

rSearch Criteria

Account Management
Group Management )
Last Name: | First Mame: |
Profile Management
My Account User ID: | Examinee I0: |
Reports Portal Search |
References
Use "%" for wild card searches.
Select user and . . . Create Batch Load Export Examinees
Soeclrimtone ——— Jootome ————— Joon |
© Application Account application
© An Examinee Anexaminee
0 Ann Examinee AnExamineedl
& UG Exarninee ugExamines
0 Userguide Examinee userguideexaminee
© User Guide userguide
© User Guide2 Userguidel
© Laura Hoffrman laurah
0 junl3testdnt jun13testd01 Jun13test001
. Mary Lewis marylewis
© User hanager usermanagertest
o kelli marcia kmadrnin

Firstl Previous | Page 1 of3 _Mext |ﬂ|

WALIDUS Admin Wersion: 1.0.6.194
© 2006 by ACT, Inc. All rights resened.

Click on the radio button in the Select column next to the first name of the examinee that you want to authorize.
If you do not see the examinee name on this page, use the navigation buttons located at the bottom of the page
to go to the next page of registered users. Click on the Edit button.



A screen similar to the one below will appear (this is a partial screen shot).

MDA | Virtual Test Center

WorkKeys
LOGOUT

Edit User: userguideexaminee
Account Management

Group Management Login Information

User Management

User ID: userguideexaminee

Profile Management

My Account Password: |

Reports Portal

Confirm Password: |

References i
Personal Information

* First Mame: IUserguide

Middle Name: |

* Last Name: IExaminee

Date Of Birth: | MM/DDAY VY Y

*OSSNAD: |555555555

Click on the Registration tab located at the top of the screen.

A screen similar to the one below will appear.

Virtual Test Center

LOGOUT

Edit User: userguideexaminee

Go to REP I Create l Create From Profile

Profile Management Select registration and . Stop Session Instant Repaort

My Account

User Management

Account Management

Group Management

T L

Reports Portal
Business Yyriting WorkKeys Assessments Pending (requires authorization)
References
& Applied Mathematics YWorkKeys Assessments Pending (requires authorization)
©  Applied Technology WorkKeys Assessments Pending {requires authorization)
= Locating Information WorkKeys Assessments Pending (requires authorization)
O Reading for Infarmation WorkKeys Assessments Pending (requires authorization)

WALIDUS Admin Yersion: 1.0.6.194
© 2006 by ACT, Inc. All rights reserved.

This screen shows the assessments that this examinee is registered to take. Click on the radio button in the
Select column next to the assessment title you wish to authorize. Click on the Authorize button located in the
middle of the screen.
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Virtual Test Center

LOGOUT

Edit User: userguideexaminee

Go to REP I Create l Create From Profile

Profile Management Select registration and . i Stop Session Instant Repaort Delete

My Account

User Management

Account Management

Group Management

m

Reports Portal

Business Yyriting WorkKeys Assessments Pending
References
& Applied Mathematics YWorkKeys Assessments Pending (requires authorization)
©  Applied Technology WorkKeys Assessments Pending {requires authorization)
= Locating Information WorkKeys Assessments Pending (requires authorization)
O Reading for Infarmation WorkKeys Assessments Pending (requires authorization)

WALIDUS Admin Yersion: 1.0.6.194
© 2006 by ACT, Inc. All rights reserved.

Note that once you click on the Authorize button, the assessment status will change under the Status column
from “Pending (requires authorization)” to “Pending.” In this example, the Business Writing assessment has
been authorized. The examinee will now be able to launch this assessment via the examinee user interface.

Accommodated Testing Time (Extended Time)

Examinees that qualify for accommodated testing can be given extended test times to complete assigned
assessments. Extended testing times are: Standard time x 1.5, Standard time x 2.0, and 3 hours.

Click on the User Management link in the navigation menu at the left.
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The following screen will appear.

Virtual Test Center

LOGOUT

User Management

rSearch Criteria

User Management

Account Management

Group Management

Last Marne: | First Marne: |
Profile Management

User ID: | Examinee 1D: |

Search |

Use "%" for wild card searches.

My Account

Reports Portal

References

Create Batch Load Export Examinees

Socemtoms im0 |

-- Please search for a name -

WALIDUS Admin Yersion: 1.0.6.194
© 2006 by ACT, Inc. All rights reserved.

Click on the Search button to display the users registered for your site. You can also enter search criteria in the
fields to narrow your search. Using the % sign after a letter will bring up all users beginning with that letter.

Note: The search results displayed will include all registered users for your site, including Site Administrators,
Proctors, and examinees.
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A screen similar to the one below will appear.

Virtual Test Center

’. LOGOUT

User Management

User Management

rSearch Criteria

Account Management
Group Management )
Last Name: | First Mame: |
Profile Management
My Account User ID: | Examinee I0: |
Reports Portal Search |
References
Use "%" for wild card searches.
Select user and . . . Create Batch Load Export Examinees
Soeclrimtone ——— Jootome ————— Joon |
© Application Account application
© An Examinee Anexaminee
0 Ann Examinee AnExamineedl
& UG Exarninee ugExamines
0 Userguide Examinee userguideexaminee
© User Guide userguide
© User Guide2 Userguidel
© Laura Hoffrman laurah
0 junl3testdnt jun13testd01 Jun13test001
. Mary Lewis marylewis
© User hanager usermanagertest
o kelli marcia kmadrnin

Firstl Previous | Page 1 of3 _Mext |ﬂ|

WALIDUS Admin Wersion: 1.0.6.194
© 2006 by ACT, Inc. All rights resened.

Click on the radio button in the Select column next to the first name of the examinee to which you want to assign
extended testing time. If you do not see the examinee name on this page, use the navigation buttons located at
the bottom of the page to go to the next page of registered users. Click on the Edit button.



A screen similar to the one below will appear (this is a partial screen shot).

Virtual Test Center

LOGOUT

Edit User: userguideexaminee

Home

User Management

Account Management
Group Management Login Information
Profile Management Usger ID: ugerguideexamines

My Account Pasgword: |

Reports Portal

Confirm Passward: |

References i
Personal Information

*

First Marme: IUserguide

Middle Name: |

*

Last Mame: |Examinee

Date Of Birth: | MM/D DY VY Y

*SSNAD: |555555555

Click on the Registration tab located at the top of the screen.

A screen similar to the one below will appear.

Virtual Test Center

LOGOUT

User Management

Account Management

Group Management
P g Goto RSP I Create l Create From Profile

Profile Management

My Account

m—

Reports Portal

Business YWriting WorkKeys Assessments Pending (requires authorization)
References
© Applied Mathematics WorkKeys Assessments Pending (requires authorization)
© Applied Technology WorkKeys Assessments Pending (requires authorization)
= Locating Infarmation WorkKeys Assessments Pending {requires authorization)
Reading for Information WorkKeys Assessments Pending (requires authorization)

WALIDUS Admin Version: 1.0.6.194
© 2006 by ACT, Inc. Al rights reserved.

This screen shows the assessments that this examinee is registered to take. Click on the radio button in the
Select column next to the assessment title for which the examinee requires extended testing time. Click on the
Edit button located in the middle of the screen.
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The following screen will appear.

Virtual Test Center

LOGOUT

Edit User: userguideexaminee
Account Management

Group Management Basic Information

Profile Management Adrinistration: ¥Warkkeys Assessments

User Management

My Account Title: Applied Mathematics

Reports Portal Starting Date: MbA dddy yyy

References Ending Date: I M dyyyy

Score Report: I 'l
Extended Time: I 'l
Submit | Cancel |

YALIDUS Admin Version: 1.0.6.194
© 2006 by ACT, Inc. All rights reserved.

Click on the arrow at the end of the field to the right of Extended Time. A dropdown menu will appear. Select
the correct extended testing time for this examinee and click on the Submit button. You will be taken back to the
authorization screen similar to the one below.

Virtual Test Center

LOGOUT

Edit User: userguideexaminee

Goto RSP I Create l Create From Profile

Profile Management Select registration and . . . Autharize Unautharize Stop Session Instant Repart Delete
My Account

User Management

Account Management

Group Management

Reports Portal

Business YWriting WorkKeys Assessments Pending (requires authorization)
References
© Applied Mathematics WorkKeys Assessments Pending (requires authorization)
© Applied Technology WorkKeys Assessments Pending (requires authorization)
= Locating Infarmation WorkKeys Assessments Pending {requires authorization)
Reading for Information WorkKeys Assessments Pending (requires authorization)

WALIDUS Admin Version: 1.0.6.194
© 2006 by ACT, Inc. Al rights reserved.

Click on the radio button in the Select column next to the assessment name you want to authorize and click on
the Authorize button.
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Using groups to assign and authorize assessments:

This feature allows a Site Administrator or Proctor to assign and authorize an assessment for a group of
examinees in one easy step.

Login to the system as a Site Administrator or Proctor. The links in the navigation menu will vary depending on
your assigned role.

Click on the Group Management link in the navigation menu at the left.

The following screen will appear.

Virtual Test Center

WorkKeys
LOGOUT

Group List

Search Criteria
ame: |

Use "%" for wild card searches.

User Management

Account Management

Group Management

Profile Management

My Account

Reports Portal

References

-- Please search or create a group -

WALIDUS Admin Wersion: 1.0.6.194
© 2006 by ACT, Inc. All rights resened.

Click on the Search button located in the middle of the screen.
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The following screen will appear. The buttons on this screen may vary depending on your user role. A list of all
the groups that have been created for your site will be listed under the Name column.

Virtual Test Center

LOGOUT

Group List

Search Criteria

ane |

Use "%" for wild card searches.

User Management

Account Management

Group Management

Profile Management

My Account

Reports Portal
r Sl | Edit | Adthorize Unauthorize Email | Delete
O User Guide Group 273105905

M Previous | Page 1 of 1 Mﬂl

WALIDUS Admin Wersion: 1.0.6.194
© 2006 by ACT, Inc. All rights resened.

Click on the radio button in the Select column next to the group name to which you want to assign and authorize
an assessment. Click on the Authorize button located in the middle of the screen.

The following screen will appear. The assessments available will vary depending on your contract with ACT.

Virtual Test Center

LOGOUT

User Management

Account Management

Select an assessment and . . .
Soecfrie ——————— esmem

Group Management

Profile Management

My Account [T Business Writing 1856
Reports Portal T Applied Mathematics 1855
References T Applied Technology 1857
[T Locating Information 1858
[T Reading for Information 1859

WALIDUS Admin Yersion: 1.0.6.194
© 2006 by ACT, Inc. All rights reserved.
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Click on the box in the Select column next to the assessment title that you want to authorize for the group.
Remember that examinees have 30 minutes to launch the assessment once it has been authorized. Therefore,
it is suggested that only one assessment be authorized at a time for the group.

Click on the Authorize button.
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Various score reports are available for assessments delivered via WorkKeys Internet version. Site
Administrators and Proctors are capable of generating and printing score reports for examinees. Instant Score
Reports are available immediately after an examinee completes an assessment. Score reports available via the
Reporting Portal are available within 24 hours; however, they may be available sooner. In addition to score
reports, a report showing registered examinees for your organization is also available. A description of each
report is listed below.

Definition of Level Score and Scale Score

Level Scores and Scale Scores can be reported on most reports; however, Scale Scores are not available for
the Business Writing assessment and may not be available for some forms of the other WorkKeys Internet
version assessments.

Level Scores—show what skill level an examinee has. Each level includes a broad range of skills. There are
four or five skill levels in each assessment, and there is a range of raw (number correct) scores assigned to
each level. It is estimated that a person who scores at a given skill level on a specific WorkKeys assessment
would be able to correctly answer at least 80% of all the WorkKeys items possible for that level. This is because
each WorkKeys assessment contains only a sample of all the items that could be written to assess that skill.

Scale Score—each Level Score can be broken into many smaller units, called Scale Scores. Scale Scores
show small increments of change over time. In other words, although an examinee may remain at the same
overall Level Score after taking the assessment another time, the number of items correct may have improved.
Scale Scores are used by educational institutions to identify minor changes in scores from one testing time
to another. They are also used to meet guidelines of federal programs for funding purposes.

Score Report Names and Descriptions

Instant Score Report: This report is available immediately after an examinee completes an assessment. The
report shows the examinee’s score for the assessment selected, as well as information about what the score
means and how to access additional information about how scores can be used.

Note: In order to generate an Instant Score Report, you must have Adobe Acrobat Reader installed on each
machine used to access this type of report. This machine must also be connected to a printer in order to print
reports for the examinee.

The following score reports are available via the Reports Portal. Examples of each report can be found at the
end of this guide beginning on page 78.

Individual Score Report: Reports a single examinee’s Level Score on a selected assessment. A Scale Score,
if this option is selected, can also be reported. Additional information about what the examinee’s score means
and where to find information on how to use scores is also included on this report.

Individual Score vs. Profile Report: Reports a single examinee’s scores on assessments related to a
selected profile. The assessments that are assigned to the profile, the profile Level Score, the examinee Level
Score, and whether or not the profile has been met are reported.

Individuals Registered to Test Report: Lists examinees that are registered to test for your organization.

Roster Score Report: Lists all examinees for your organization that tested on a particular test date or during a
particular date range. Level Scores (and Scale Scores, if selected and available) for each assessment that was
taken by each examinee are reported.

Test Usage Report: This report should only be accessed by Site Administrators. The report lists the number of
tests that have been given over a specified date range. This report can be used to verify billing.
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Generating Instant Score Reports

Instant Score Reports are generated using the VTC user interface.

Login to the system as a Site Administrator or Proctor. The links in the navigation menu will vary depending on
your assigned role.

Click on the User Management link in the navigation menu at the left.

The following screen will appear.

Virtual Test Center

LOGOUT

User Management

Account Management [ Search Criteria
Group Management .
Last Marne: | First Marne: |
Profile Management
User ID: | Examinee ID: |

My Account

Reports Portal Search |

References

Use "%" for wild card searches.

Create

Socemtoms im0 |

-- Please search for a name -

Batch Load Export Examinees

WALIDUS Admin Yersion: 1.0.6.194
© 2006 by ACT, Inc. All rights reserved.

Click on the Search button to display the users registered for your site. You can also enter search criteria in the
fields to narrow your search. Using the % sign after a letter will bring up all users beginning with that letter.

Note: The search results displayed will include all registered users for your site, including Site Administrators,
Proctors, and examinees.

A screen similar to the one below will appear.
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Virtual Test Center

LOGOUT

User Management

rSearch Criteria

User Management

Account Management

Group Management

Last Marne: | First Marne: |
Profile Management

User ID: | Examinee 1D: |

Search |

Use "%" for wild card searches.

My Account

Reports Portal

References

Select user and . . . Create Batch Load Export Examinees
SecalFimhame ——— Jumtome ————— Jown |

© Application Account application

© An Exarminee Anexamines

© Ann Examinee AnExamines00

o UG Examinee ugExaminee

O Userguide Examinee userguideexaminee

© User Guide userguide

© User GuideZ Userguide!

© Laura Huoffrnan laurah

0 junl3testdnt jun13testd01 Jjun13test001

0 Mary Lewis marylewis

O User Manager usermanagertest

o kelli marcia kmadmin

Select user and . . . Create I Batch Load l Export Examinees
Firstl Previous | Page 1 0f3 Nextl Lastl

WALIDUS Admin Yersion: 1.0.6.194
© 2006 by ACT, Inc. Al rights resered.

Click on the radio button in the Select column next to the first name of the examinee for which you want to
generate an Instant Score Report. If you do not see the examinee name on this page, use the navigation
buttons located at the bottom of the page to go to the next page of registered users. Click on the Edit button.



The following screen will appear.

Virtual Test Center

LOGOUT

Edit User: userguideexaminee
Account Management

Group Management Login Information

Profile Management User ID: userguideexaminee

User Management

My Account Pasgword: I

Reports Portal

Canfirm Passward: |

References i
Personal Information

*

First Mame: IUserguide

Middle Narme: |

*

Last Mame: |Examinee

Date Of Birth: | MM/DDAY 7YY

*OSSNAD: |555555555

Click on the Registration tab located at the top of the screen.

The following screen will appear.

Virtual Test Center

LOGOUT

Edit User: userguideexaminee

Go to REP I Create I Create From Profile

Profile Management Select registration and . Stop Session Instant Repaort

My Account

User Management

Account Management

Group Management

T L

Reports Portal
Business Yyriting WorkKeys Assessments Pending (requires authorization)
References
& Applied Mathematics YWorkKeys Assessments Completed
©  Applied Technology WorkKeys Assessments Pending {requires authorization)
= Locating Information WorkKeys Assessments Completed
O Reading for Infarmation WorkKeys Assessments Pending (requires authorization)

WALIDUS Admin Yersion: 1.0.6.194
© 2006 by ACT, Inc. All rights reserved.

This screen shows the assessments that this examinee is registered to take and the assessments that have
been completed. An Instant Score Report can be generated for any assessment that has a status of completed.

Click on the radio button in the Select column next to the assessment title for which you want to generate an
Instant Score Report. Only one assessment can be selected at a time. Click on the Instant Report button
located in the middle of the screen.
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The following screen will appear.

Instant Score Report

Level Eeport

weale BEepott

Click on the link for the type of report you want to generate. The report will open as a PDF.

Note: A Scale Score Report will show both Level and Scale Scores.
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The following screen shot shows a sample Instant Score Report containing a Level Score for an examinee that
has completed the Applied Mathematics assessment.

. Pagelof 1
WorkKeys
’ Skill Report

Site: WorkKeys ES Template
Report Date: Jul 26, 2006

WorkKeys Individual Score Report
Name: Examinee, UG

ID# 5555

Possible
Test Level Score Range
Applied Mathematics 4 =N
WHAT YOUR SCORES MEAN

You scored at Level 4. People who score at this level can set up and solve problems involving two or more
different mathematical operations (addition, subtraction, multiplication, or division) on several whole numbers,
fractions, decimals, or percentages.

To improve your skKills:

* determine what information, calculations, and unit conversions are needed to solve the problem by examining
the entire problem carefully; then estimate your answer.

* set up and solve problems that involve multiple-step calculations on a mixture of whole numbers, fractions,
decimals, or percentages.

* perform operations on fractions with both like and unlike denominators, and calculate perimeter and area of
basic shapes.

* practice converting between English and metric systems, adding hours and minutes, and calculating percent
discounts or markups.

* check to be sure that you solved the problem that was posed and that your answer is reasonable.

HOW YOU CAN USE YOUR SCORES
For more information, visit www workkeys_com

ACT
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To print the Instant Score Report, click on the printer icon located in the menu bar at the top of the screen.

%BSaveaCDpyi = ;% CQJ 1 search {”5‘ T setect ﬁi‘@k' _:J e IIIB% - @ ‘D‘v B - E2 EZSignv

Repeat this process to generate an Instant Score Report for each assessment completed by an examinee.

Y!"

To Generate Reports via the Reports Portal:

Login to the system as a Site Administrator or Proctor.

Click on the Reports Portal link in the navigation menu at the left.
The following screen will appear.
WeliE ACT

User Name |
Password |

Login |

Enter the same User Name and Password you use to login to the VTC system. Click on the Login button.

The following screen will appear. This screen lists the names of the reports available via the Reports Portal.
Click on atitle (link) to select a report.
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WorkKeys: ACT

ar aport below

Individual Score Report

Individual Score vs. Profile Report
Individuals Registered to Test Report
Roster Report

Test Usage Report

Reports are generated using the same basic steps.

Generating the Individual Score Report and Individual Score vs. Profile Report

The Individual Report will be used as the example.
Click on the name of the report you want to generate.
A screen similar to the one below will appear.

WorkKeys :

Help Text Information

Please select the
question mark next to

@ b f I if
@ each form element if you
@)

Company [<aLls =]

site [<aLLs =l need help with an item.

Include Scale Score? [

MNext Step I

Select your company name from the dropdown menu next to Company.
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Select the site for which you want to generate a report from the dropdown menu next to Site. Unless you have
children sites that have been registered under a parent site, the only option to select will be <All>.

If you would like to include the Scale Score on a report, click in the box to select it. Note: This option is not
available for the Individual Score vs. Profile Report.

Click on the Next Step button.
The following screen will appear.
WorkKeys’ ACT

WorkHKeys = List of Available Reports = Individusl Score Report Logout

8l Help Text Information

Flease select the

|

I

Examinee Scudiero. Dawidl D question rmark next to |
each form element if you

Test Title Applied Mathernatics v @ nesd help with an ite,}; |

Generate Report |

Select the name of the examinee for which you want to generate a score report from the dropdown menu next to
Examinee.

Select the test title for the test you want to include on the report from the dropdown menu next to Test Title.
Only one test can be included on a report at a time. In other words, a separate Individual Score Report must be
generated for each test the examinee has completed.

For the Individual Score vs. Profile Report, rather than selecting a test title, you will select a profile title from the
dropdown menu next to Profile.

Click on the Generate Report button. The report will appear as a PDF. Please see the sample reports
beginning on page 78 of this guide.
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Generating the Individuals Registered to Test Report, Roster Report, and Test Usage
Report

The Roster Report will be used as the example.

Click on the name of the report you want to generate.

A screen similar to the one below will appear.

WorkKeys ACT"

WorkKeys = List of Available Reports = Roster Examinees Test Status Report Logout

8 Help Text Information

Flease select the

Company |<ALL> = question mark next to
site [@s = Foed hlp Wi aniton.
Start Date [s0G-01-2006 Ei|

End Date [sUG-08-2006 =

Include Scale Score? [~

Generate Repon |

Select your company name from the dropdown menu next to Company.

Select the site for which you want to generate a report from the dropdown menu next to Site. Unless you have
children sites that have been registered under a parent site, the only option to select will be <All>.

You can narrow the information that will be presented on your Roster Report by setting a date range. The
information on the report will only include the examinees that tested during this date range.

If you would like to include the Scale Score on a Roster Report, click in the box to select it.
Click on the Generate Report button.

Click on the Generate Report button. The report will appear as a PDF. Please see the sample reports
beginning on page 78 of this guide.

Note: The Test Usage Report if for ACT Internal use only.
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Examinee User Interface

This section can be copied and given to examinees and Proctors for use during testing.

Note: Each Site Administrator has been e-mailed a specific URL that is used to access the Examinee User
Interface section of VTC for your organization. This URL should be entered into the Internet browser on each
computer used for testing so that the login is on screen when examinees arrive to test.

Pre-registered Examinee Login

Your test administrator can tell you if you are pre-registered for testing. If you are pre-registered, you will be
given a User ID and Password that is to be used to log in to the computer you will use for testing. If you have
not been pre-registered, please skip to the Self-Registration section.

The following login screen should be showing on your computer. If not, please contact your test administrator.

Registration

Create an account or log in below:

UserlD: ||

Pasgword: I Forgot User ID ar Password?

K_Log In)

WALIDUS RSP Version 1.0.3.8
2006 by ACT, Inc. Al rights reserved.

Enter the User ID and Password exactly as it was given to you by your test administrator. Click on the Log In
button.
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A screen similar to the one below will appear.

Registration

Userguide Examines

Update Your Account Information

*= Required Frivacy Paolicy

Personal Information
* First Wame: Userguide
Middle Mame:

* LastMame: Examinee

Date Of Birth: I MDD

* SSNID: |

Mailing Address

* Address1:

Address2:

= City. |
* State/Province: | vl
* Zip Code: I

Email: |

Education

* Whatis the highest
gradeilevel of education -
completed?:

* Whatis your highest
diplomaldegree?:
[ Save Changes |

WALIDUS RSP Yersion 1.0.3.8
2006 by ACT, Inc. All rights reserved.

Note: Please take time to click on the Privacy Policy link located at the top right of the screen before continuing.

In order to take an assessment, you must review your personal information that was entered into the system
when you were pre-registered to test. Please update any incorrect information at this time. You may also be
asked to complete some required fields before being allowed to begin an assessment.

Click on the Save Changes button to continue.
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A screen similar to the one below will appear.

Your Registrations

Welcome to the Workkeys Internet Version.

Please contact the proctor
for authorization to proceed.

+ Business Writing

Please contact the proctor
for authorization to proceed.

+ Reading for Information

+! Applied Technology

Select & Mew Title | I Show Old Reaistrations b

WALIDUS RSP Yersion 1.0.4.127
2006 by ACT, Inc. All rights reserved.

This screen lists all of the WorkKeys assessments that you are registered to take. Before you can take an
assessment, the test administrator must authorize the assessment for you. An assessment that has been
authorized will have a Launch button in the Next/Options column. If you do not have an authorized assessment,
and you are ready to begin testing, contact your test administrator.

To begin an assessment, click on the Launch button.

A screen listing the assessment title you are taking will appear.
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WorkKeys®
L

Welcome to the Reading for Information Test

T
|

( NEXT =)

2006 by ACT, Inc. All rights reserved.

VALIDUS
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Follow the on screen instructions to proceed with taking the assessment.

At the end of the assessment you will be directed back to your registration screen. A similar screen is shown
below.

Your Registrations

1 Welcome to the Workkeys Internet Version.

Flease contact the proctor
for authorization to proceed.

+ Business Writing

Please contact the proctor

2 Appied e tnglony for autharization to proceed.

Please contact the proctor

D for authotization to proceed.

SelectaNew Ttle | [ Show Old Reistrations

WVALIDUS RSP Version 1.0.4.127
2006 by ACT, Inc. Al rights reserved.

Click on the refresh button on the browser tool bar. The screen will now list the remaining WorkKeys
assessments that you are registered to take.

Contact your test administrator and tell him/her that you are ready to being another assessment. The test
administrator will authorize your next assessment. Follow the directions above to launch and complete the next
assessment.

Once you have completed all of your assessments, please contact your test administrator. You will be required
to leave all materials used during your testing session at the testing site.
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WorkKeys® Testing Irreqularity Report

The following form should be used to record any test administration irregularities that may affect user scores or
the interpretation of the WorkKeys results, or that result in voiding one or more assessments. One form may be
completed to report an irregularity that affects an entire group of examinees (e.g., power failure, fire drill,
network failure, etc.); however, the name of each examinee affected should be entered into the “Name of
Examinee” field. A separate form must be completed for each examinee experiencing a different irregularity

(e.g., sudden acute illness of an examinee, user questions an item, user is using an unauthorized testing aid,
etc.)

NOTE: Always keep a copy of your completed form on file for future reference.

Name of Site Room Name/Number
City State Zip
Name of Examinee Time of Incident and Description of Irregularity

Administrator Name (Please Print)

Signature of Administrator Date
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VTC User Roles and Rights

The following table shows the different user roles that can be assigned to sites using the VTC system. The
main name of the role, the names of the roles as assigned in VTC, the navigation menu items that are present
on the VTC screen and a list of the rights/functions that are assigned to each role are listed.

Site Administrator

Account Manager
e Examinee

e Proctor

o Profile Manager

¢ Portal Manager

e User Manager

Home

VTC Welcome page

User Management

Create, read, edit, and delete
user accounts within an
organization’s site

Assign and edit user roles
Assign and authorize
assessments

Account Management

Disable, lock, and unlock
user accounts within an
organization’s site

Reset user account password

Group Management

Create and edit groups within
an organization’s site

Add and delete users from a
group

Authorize testing by group

Profile Management

Create and edit profiles within
an organization’s site

Assign profile to examinee
user account

My Account

Update personal user
account information
Change password
View assigned roles

Reports Portal

Create and print a variety of
score reports

References

Access VTC help references

Proctor

e Account Manager
e Proctor

e Portal Manager

Home

VTC Welcome page

User Management

View user (proctor and
examinee) accounts
Authorize assessments

Account Management

Disable, lock, and unlock
user accounts (proctor and
examinee) within an
organization’s site

Reset user account password

Group Management

Assign examinee accounts to
a group
Authorize testing for a group

My Account

Update personal user
account information
Change password
View assigned roles

Reports Portal

Create and print a variety of
score reports
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Main Role Name (as
referred to in this guide)

User Roles Assigned
in VTC System

Navigation Menu
Items

Rights/Functions Associated
with Menu Items

References e Access VTC help references

e VTC Welcome page

e Launch authorized
assessments

e Update personal user
account information

e Change password

Home

Examinee e Examinee My Account

References e Access VTC help references
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Reports Portal Sample Score Reports

Individual Score Report

WorkKeys’

Site: =ALL=

WorkKeys Individual Score Report
Mame: Scudiero, David
1D #: 2345

Ty
oot
LES

Level Scor

Applied Mathematics <3

WHAT YOUR SCORE MEANS

above. Toimprove your skills:

* gstimate the answer before you calculate.

HOW YOU CAN USE YOUR SCORES
For more information, visit wiww_ workkeys.com

Skill Report
Report for: TO WKV Sandbox

Report Date: Aug 8, 2006

* work on changing among fractions, decimals, and percentagas.
* work on changing between units of dollars and cents.

* check your work fo see if you answered the question that was asked and if your answer is reasonahle. Ask
yourself if the units are correct, and see if your answer is near your estimate.

&5

Page 1 of 1

&5

Your score on the Applied Mathematics test does not show that you now have the skills to score at Level 3 or

* practice reading the entire problem carefully and deciding whether to add, subtract, multiply, or divide.
* figure out what you need o know to solve the problem.
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Individual Score vs. Profile Report

A sample report is not available at this time.
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Roster Report

WorkKeys

Page 1of 1
Skill Report
Report for: TO WKIV Sandbox
Site: =ALL=
Report Date: Aug 8, 2006
WorkKeys Roster Report
Aug 1, 2006 - Aug §, 2006 Applied Applied Businsss Locating Rending for
Mathematics Technology Writing Information Information
Test Rangs Range Range Range Range
=37 =3-G 0-5 =3-5 =3-7
Lewsl Lewvel Lewvel Level Lewvel
Nawme In# Score Score Score Scaore Score
freestestd, freestestd s003 - - - =3 -
IntesterdD1, fntester001 3333 7 5 - 4 4
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Individuals Registered to Test Report

A sample report is not available at this time.
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Test Usage Report

WorkKeys’ -
’ Skill Report
Report Date: Aug 8, 2008

WorkKeys Test Usage Report
Aug 1, 2006 - Aug §, 2006

WorkKeys Skill Areas

Client Site Account # AM AT BW r RFT
TO WHIV Sandbox TO WEIY Sandbox 1 1 o 2 1
All Site Totals: 1 1 o 2 1
All Company Totals: 1 1 o 2 1
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